Instructions on how to access the USDA Menu Certification Tool:

You can get the worksheets from either of two different spots:

- http://www.fns.usda.gov/cnd/Governance/policy.htm and look for 34-2012 or
- http://www.fns.usda.gov/cnd/healthierschoolday/6cents_tools.htm

The first one is organized better with clearer titles; the second one has webcasts that show you how to

fill out the tool, so each has a good portion.

Many users have said it’s easier to do the breakfast certification tool first. There is not a nutrient

assessment with breakfast, but gives you practice using the tool.

1.

2.

Click on the document you want to open on the web page

It asks if you want to open or save. Choose save.

-

File Download

Do you want to open or save this file?

@ Mame: SF34-2012lunchk-8.xls
H

Type: Microsoft Excel 97-2003 Warksheet, 890KB

From: www.fns.usda.gov

Qpen ] [ Save ] [ Cancel

Always ask before opening this type of file

harm your computer. f you do not trust the source, do not open or

I@' While files fram the Intemet can be useful, some files can potentialhy
L
= save this file. What's the risk?

Save it under a different name such as Faulkton_highschool_lunch, or

Faulkton_Thunderbird_Lunch

It then asks if you wanted to open it, so say yes. (Picture below)




Download complete

Download Complete

¥
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SP34-201 2lunchK-8.xls from www.fns.usda.gov

Downloaded: B30KE in 1sec
Download to: NACAMSN.. Msecond test stanley co process xds
Transfer rate: B90KB/Sec

|| Close this dialog box when download completes

| Open | [ OpenFolder | [ Close

SmartScreen Fitter checked this download and did not report any
threats. Report an unsafe download.

6. The worksheet comes up with the yellow ‘protected view’ band across the top.

o Protected View  This file originated from an Internet location and might be unsafe. Click for more details. Enable Editing

A — £ |

7. Click on ‘enable editing’.
It runs a check and then the yellow bar at the top may change to security warning. Choose enable

content.

\:;l Security Warning  Automatic update of links has been disabled Enable Content

o |



8. It may tell you there are links that cannot be updated (we cannot change them), so we choose

‘continue’.
r .-
Microsoft Excel ﬁ
e, el —
This workbook contains one or mare links that cannot be updated.
/ l.'}. « To change the source of links, or attempt to update values again, didk Edit Links.
« To leave the links as is, dick Continue.
! | Contrue | | Editlinks... | |
L —
9.

It then asks if you want this to be a trusted document. | said yes.

Security Wamning - m
E—

@ Do you want to make this file a Trusted Document?

This file is on a network location. Other users who have access to this network
location may be able to tamper with this file.

What's the risk?

" [] Do not ask me again for network files [ Yes ] [ Mo J II

10. | clicked on save again. (same name, etc., just an updated document).

11. Once the excel document is fully open, you should see these tabs at the bottom.
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Menu Worksheet Instructions . SFA Notes - All Meals Optional VegBar Monday . Tuesday . Wednesday 1

Be sure to look at the instructions on the first tab, then start data entry with all meals. Some of it will

carry forward to the other tabs. You can go to SFA notes at any time to put in information that you think
will be helpful for the certifiers.



The following steps will illustrate how to maximize an excel spredsheet. This is useful if you are
unable to see tabs at the bottom of your page.

Step 1. Click and hold anywhere in the fuchsia circle (see picture below), while still
holding the mouse button drag the window to the left until you see the maximize box (see
fuchsia circle in Step 2).

Home  Isert  Pagelayout  Formalas  Data  Review  View  Add-ins = i

o Protected View  This file originated from an Internet location and might be uncafe. Chick for more details, Enable Editing

A0 - Jf= Entering Meals into the “All Meals” Spreadsheet (column 1) »
E} SP}d-leZbrastK-ll_emam 7
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USDA sooo aro
1 _= NUTARITION SERVICE
2 Simplilied Directions for Breakfast Menu worksheet (4-day sche
3 Updated Version of Certification Tool issued on 7/2/20112
SFAs using food based menu planning for breakfast in 8Y 201213 must submit each distinet breakfast menu as well as the
simplified nutrient assessment or mutrient analysis is required for certification.
Anv SFA ustng Nutrient Standard Menu Planning for breakfasts in 8T 2012-13 must submit each distinct breakfust menu alo
approved software. NOQ breakfast menu worksheet would be required in this case. This applies only ta SFAs seeking certificat
that Nutrient Standard Menu Planning is allowed for breakfasr.
4
5 Getting Started
(] REMEMBER TO PERIODICALLY SAVE THE WORKSHEET AS IT IS BEING COMPLE
7 Materials needed:
8 1 week menu (5 days)
9 Portion sizes for all reimbursable menu items
10 Contribution information for each menu item (CN Label, USDA Food Fact Sheet)
11 Standardized Recipes
12 Production Records
13 Click here to go to the Food Buying Guide
14 Click here to go to the Food Buying Guide Calculator
15 Complete a separate Menu worksheet for each of the three grade groups (K-5. 6-8, and 9-12). A separate Memu worksheet has b
Each Excel file has mine tabs including the instructions
16 The name of each tab is located at the bottom of the workbook.
17 Click on the tab at the bottom of each tab to transfer to a different tab.
##4]1 15 very important to follow these steps in order; otherwise, the worksheet will not provide accurate results. The accuracy of
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Step 2. Click maximize box.
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tions for Breakfast Menu worksheet (4-day schedule)

lated Version of Certification Tool issued on 7/2/2012

¥ 2012-13 must submit each distinct breakfast menu as well as the menu worksheet
ntrient assessment or nutrient analysis is required for certification.
reakfasts in SY 2012-13 must submit each distinct breakfast menu along with a nutrier—
be required in this case. This applies only to SFAs seeking certification in SY 2012-1.
utrient Standard Menu Planning is allowed for breakfast.

Getting Started




Step 3. Now you can view and select tabs to find all the available worksheets, fuchsia
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5 Getting Started

6 REMEMBER TO PERIODICALLY SAVE THE WORKSHEET AS IT IS BEING COMPLETED!!!!
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B 1 week menu (5 days)

9 Portion sizes for all reimbursable menu items

10 Contribution information for each mem item (CN Label, USDA Food Fact Sheet)

1 Standardized Recipes

12 Production Records

13 Click here to go 1o the Food Buying Guide

14 Click here to go to the Food Buying Guide Calculator
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To get an Excel Spreadsheet from the internet to work on:
Step 1: Click on link from internet and wait for the Excel spreadsheet to open.
Step 2: Save the Excel file to your computer so that you can work on it without the risk
of losing your work. To Save: Click on “File” tab at top see fuchsia 1 in picture below.
Click “Save As” see fuchsia 2 in picture below.
; = 2 SR |v—--5P34-2012bfast|<-12_4dayxls [Protected View] [Compatibility

Page Layout Formulas Data Review View Add-Ins

Home

Insert

Information about SP34-2012bfastK-12_4day

http://mwww.fns.usda.gov/cnd/governance/Policy-Memos/2012/SP34-2012bfastK-12_dday.xls
L% Open

o c
o Protected View

23 This file originated from an Internet location and might be unsafe.

Enable You should only enable editing if you trust the contents of the file.
Recent Editing Protected View Settings
Learn more about Protected View
New
Print
Help
1 Options

E3 Exit




Step 3: Sometimes a text box will pop up that has the message below. Click “Enable
Saving” circled below.

that Nutrient Standard Menu Planning is allowed for breakfast.

Microsoft Excel N =X

!\ Saving is not available in Protected View. If you trust the source of this file, click Enable Saving to enable this command.

T

Step 4: Select a location on your computer to save the file and click “Save.”

Step 5: Begin working on your Excel spreadsheet.

How to turn on or off “Merge & Center” in Excel:

Step 1: Select the cells you would like to unmerge (they turn orange when selected).
Step 2: Look at the “Merge & Center” button under the “Home” tab. See yellow circle
highlight below: “Merge & Center” gray button = Off. When the button is off the cells
are not merged and you can make notes in any of the cells that are not merged, see
example below.

T R R SP34-2012lunchK-8.xls [Compatibility Mode] - Microsoft Excel

Page Layout  Formulas Data  Review  View  Addens

Insert

Home
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SFA Certification Worksheet Notes
Lunch
To allow this big giant square to let you make notes, click the "Merge & Center" button above. Orange means on, Gray means off.

This is Cheriee | am making notes CAW 10/31/12
Now it is another phone coversation and | am making notes again CAW 11/1/12
And | love making notes, so here is another - per phone conve with Jean S, CAW 11/1/12
And | can make notes anywhere, even here. CAW 11/1/12

Or here. CAW 11/1/12




See C|rcle below to see the “Merge & Center” orange button=ON
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Formulas  Data  Review Adddns a @ d

= . =  Zeimsen- I -
L # o i s A [ o e EwnepTen General . *' B it ‘.‘f u‘-}

J sl 3 .= & ¥ A

- - #* Delete - 3] -
ste B i U- e A-EE R @ Evergeacemes $ - % o c@ & Condtiend Formastas cel . Sert & Find &
. 4 o Formatting - Table = Styles - =4 FOMMBE ™| 4 g el

Agrment n Mumber = Styles Colls Editng
A3 - P

SFA Certification Worksheet Notes
Lunch

Alternate method: If you are using an older version of Excel find your “Format Cells” pop up.
You can do this a few ways. One way is to right click on the cell you want to format, select
“Format Cells”. Remove check box for “Merge cells.”

Format Cells

[ Humber | Alignment ;

Font | Border | il | Protecton |
Text alignment g

Horizontal:

General
Vertical:
Bottom
Justify distributad
Text control
| Wrap text
Shrink to fit
| 7] Merge celis
Right-to-left
Text direction:
Context

=]

3 Indent:
0

E

1
4k




To zoom in and out in Excel:
Use the zoom in or out to make the cells in your worksheet larger or smaller.
For example in this spreadsheet many cells are locked and cannot be moved or edited. Zooming
out will allow you to see more of the worksheet.

Step 1. Use zoom out button at the bottom right of Excel spreadsheet E see yellow
highlight below
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Each reimbursable meal consists of all required food components: any grain/meat/meat alternates in a main dish and/or side dish, t
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The following screen shot is at 80% and | can see many more rows and columns.
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Step 2: To zoom back in, use the zoom in button "=

The following screen shot is at 120%.

+)

to enlarge the cells you can see.
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To move around in an Excel spreadsheet using Scroll Bars:
There are vertical scroll bars in Excel to move your worksheet up and down, or vertically.
Step 1. Click and hold the yellow highlighted scroll bar and while holding the mouse
button, drag the bar up and down to move the worksheet up and down.
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Step 2: Click and hold the fuchsia/pink highlighted scroll bar and while holding the
mouse button, drag the bar side to side to move the worksheet left to right.



